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PREFACE 


The subject of computers is approached with feelings of 
excitement, awe, fascination and apprehension. In both 
workplace and home, computer has become an essential 
aid, and as time goes by, they have an increasingly 
familiar place in everybody's lives and for allage groups. 


This book deals in a very friendly manner in the 
preliminary concepts on Computer, important parts of 
computer, taking care of computer and fun learning with 
paint. 


Although, this book is meant for pupils of Class I, it 
could also be treated as an independent text and general 
readers will also find it useful. 
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Machines used in our daily lives. 
Making friendship with the Computer. 
How does a computer look? 

Parts of a computer as we see. 
Software & Hardware. 

Why do we need the computer? 


„What all can | do with my Computer. 


How does the Computer help us? 


Where do we find Computers? 


Computer and Human beings. 
Taking care of the computer. 
Painting the screen. 


Learning to type on the WordPad. 


Machines in our daily lives 


Micro Oven Refrigerator Electric Iron 


Have you seen these machines in your homes? 


These machines are used in our homes to make our household 


jobs easy and fast. 


These machines run on electricity. 

e These machines help us by doing various jobs easily and 
fast. 

e These machines have become very important in our 

homes. 


friendship with the Computer 


System Unit Screen Monitor 
£ 


Speaker 


This is the picture of a computer. 


A computer is an electronic device. 

A computer runs on electricity. 

The word computer has originated from the word 
"compute" which means to "calculate". 

A computer is an electronic device which accepts d a t a 
and instructions from the user, processes them, 
gives the desired result as output and stores them for 
future use. 

(The computer which we use in school or home are also 
known as a Personal Computer or a PC) 
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Put (v) mark below the pictures which are 
machines and put (X) mark which are not. 


Fill in the blanks from the answers given within 
brackets. 


a. A computer is an (manual/electronic) 
device. 

b. Acomputer makes our work (easy/difficult). 

c. Computer works ata speed. (fast/slow). 


d. The word computer has originated from the 
word (Compute/Comma). 


e. ATVisa (living thing/machine). 


Match the following 


Machines Used For 

1.. Washing Machine 1. Ironing clothes 
225 1M, 2. Making Ice 

3. Steam Iron 3. Washing clothes 
4. Freeze mesa 4. Circulating air“ 

5. Fan 5. Watching films 


Look at the picture and remember the different parts ofthe 
Computer. 
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The four major parts of a computer are: 
1. Monitor 2. System Unit 3. Keyboard 4.Mouse 


Monitor 


System Unit 


Keyboard 


Mouse 
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Write down the names of the various parts of a computer in the 
boxes below each of the pictures. 
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Label the different parts of the computer. 


Let us learn about the various parts of a computer. 


1. Monitor E) 


e The computer monitor looks like a TV. 
e Whatever we type through the 
keyboard or draw with the help of 
the mouse is displayed on the 
monitor. That is why a monitor is 
known as output device. 
e A monitor is also known as a VDU 
or Visual Display Unit. 


2. System Unit C) 


e The system unit houses the CPU, 
motherboard, hard disk drive, RAM, CD 
ROM Drive, Floppy Disk drive etc. 

e The CPU stands for Central Processing Unit. 
This is the most important part of a computer. 
The CPU is also known as the “Brain" of the computer. 


e The Central Processing Unit solves Mathematical and 
Logical Problems. 
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„Keyboard > (Emma 


A computer keyboard has many keys. 

We can type with the help of the keyboard. 

We can send data and instructions in the computer 
through the help of a keyboard. That is why a 


keyboard is known as an input device. 

A computer keyboard has many keys : 

- Alphabet keys (Letters from A-Z) 

- Number Keys (Numbers from 0-9) 

- Other special keys like Enter key, Backspace key, 
Spacebar key, Function keys etc are also found in the 
keyboard. Each of these keys has different use which 


we will learn in higher classes. 
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; : Parts of a computer as we see 


4. Mouse =) A 


Two button Mouse 


e Acomputer mouse has a lot of 8 
similarity wit real mouse. < 

e Amouse can have two or three “ + 
buttons. Three Buttan Mouse 


e We can sendinstructions to the computer by clicking on 
the mouse buttons. Thatis why a mouseis known as an 
input device. 

e Wecan make drawings with the help of eS 
amouse. We can play games with the help 7 
of a mouse. 

e Amouse has to be placed on a mouse pad. When we 
move the mouse along the mouse pad the mouse 
pointer moves on the screen in the same direction. 

e What does a mouse pointer normally 


look like? A Mouse pointer normally 
looks like a small arrow. 
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Why do we need a Printer? A printer is reguired to print the 
output from a computer on the paper. That is why a printér is 
known as an output device 


Examples of three types of Printers: 


1. Dot Matrix Printer sais: 


3. Laser Printer fee) 
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Whatever work we do on our computer can be seen on 
the monitor. A Monitor is an output device. 


In order to type any data on the computer we have to 
press the keys of the keyboard. A Keyboard is an input 
device. 


With the help of the mouse, we can control the direction 
and the speed of the mouse pointer on the screen. We 
can also make drawing with the help of the mouse. A 
mouse is an input device. 


Whatever we see on the monitor can be printed using a 
Printer. Aprinter is an output device. 


The Central Processing Unit can solve Mathematical 
and Logical Problems. 
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We have learnt about the various parts of the Computer. The 
parts of the Computer which we can see and touch are known 
as Computer Hardware. 

Examples of Hardware are Monitor, Keyboard, Mouse, Hard 
Disk, Motherboard etc. 


The Computer hardware cannot run on its own. A computer runs 
with the help of a set of instructions. These sets of instructions 
are known as Programs. With the help of programs a computer 
can do different jobs. We can neither see nor touch software 
programs. i = 


For e.g. Paint is a software to make drawings or paintings. 
Although we can touch hardware parts, we cannot see or touch 
software 

Few examples of Software are Logo, Basic, MS-Office etc 
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A computer can store data in various storage devices. 
Examples of some of the storage devices are given below: 


In order to store data and instructions we use storage devices 
like Hard disk, Floppy disk, Compact disk (CD), Pen drive etc. 


Hard Disk is placed within the System Unit, but we can carry 
Floppy Disk, Compact Disk, pen drive from one point to 
another. 


A Hard disk can store maximum amount of data. 
° Afloppy disk can store minimum amount of data. 
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1. The system unit looks like a TV. 


2. The mouse is called the brain of 
the computer. 


3. AHard Diskis a storage device. 


4.We can draw with the help ofa 
mouse. 


5. A printer has many keys. 


6. The CPU is placed inside the 
System Unit. 


7. The full form of CPU is Central 
Processing Unit. 


i 59 s A 


Write down the names of the various storage devices: 
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Draw pictures and designs. 


Listen to music and songs. 


Watch cartoon films 


Play computer games. 


Solve simple and difficult 
calculations very fast 


-© Type letters and documents. 


= Surfthe Internet. 


` Send letters to friends through 
e-mails (e-mail stands for 


electronic mail) 
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Write five activities you can do with your computer. 
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Computer helps us in different ways. 


A Computer can work at a very 
high speed. 


A computer can store huge 
amountsof data. 


Acomputer can continuously work 
for several hours but never gets 
tired. 


A computer can do different jobs 
at the same time. 


Fillin the blanks. 


e Acomputer (always/never) gets tired. 


e A computer can do (similar/different) jobs at 
the same time. 


e A Computer can work at a very 
(high/slow) speed. 


« A computer can store (less/huge) 
amounts of data. 
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1. Bank 


2. Hospital 


3. Shops 


28 


Where do we find Computers? 


4. Office 


5. Airport 


6. Railway Station 
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3 (Where do we find Computers? 


7. School 


8. Home 


9. Cyber Cafe 
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Tick (“) True or False 


i. Computer is a useless machine. 


ii. Computer is used in banks. 


iii. Computer makes our job difficult. 


iv. Computer should be used in 
hospitals 


v. Computer can drink water. 
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Write the names of eight places where you find computers. 


5. 


2. 6. 
J: u T: 
fin o E 8. 4 
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v A Computer works on electricity but human beings do 
not reguire electricity to live. 


vV A human being has the ability to think but a computer 
cannot think. 


v A Computer works under the instruction of human 
beings but a human being does not work on the 
instruction ofa Computer. 


A computer cannot replace a human being. 


A computer can make our work easier, faster and 
gives accurate results. 


A computer cannot think on its own. 


A computer works on electricity. 


A computer cannot work without instruction from the 
user. 


i. Computer can replace human 
beings. 


ii. Acomputer can work very fast 
without making any mistake. 


iii. Human brain is run by 
electricity. 


iv. A Computer cannot take 
decision. 


v. There is no storage device in the 
computer. 


To ensure the computer runs without any problems we 

must take care of the computer. 

1. Donoteator drink on the computer table. Do not keep water 
bottles orfood packets near a computer since food particles 
or water can spill over and create problems in the working 
of the computer. 

2. Press the keys of the keyboard softly. Do not hit the keys 
hard as they may break and stop working. 

3. Ensure thatno dirt or dust gathers near the computer. 

4. Do not pull the wires which connect the various parts of 
the computer. 

5. Do not place a computer near heat or near direct 
sunlight. 


Keep the computer covered with a dust cover when not 


in use. 

Keep out your shoes before entering the computer 
room to ensure no dirt enters the computer room. 

Keep your hands dry and clean while working on the 
computer. Do not work on the computer with wet hands. 
Keep your computer table clean. 

Do not pour water on the computer. 


Do not keep the computer under direct sunlight. 
22 \ 
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We have to clean the keyboard 


by putting it under tap water. 


i We should pull the wires of the 


computer everyday. 

We must play football in the 
computer room. 

We must cover the computer 
when notin use to keep it dust free. 
We should keep our hands 

wet while using the computer. 
Acomputer works bestina 


dirty and dusty environment 


| am sure you are fond of drawing and painting. 
Till now you have used paper, pencil, eraser, brush, paintbox 
etc. to make drawings and paintings on your drawing book. 


Now you will learn how to make a drawing or painting on the 
Computer Screen. 


To make a drawing or painting "Paint" software is very useful. 


The following window is called Paint Window. 


Menu Bar 


R 


Tool Bar <«— |. 


0Rv>>930 


Drawing Area 


ER P 


Color Palette 
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The tool box is generally found to the left ofthe drawing area. In 
the tool box we find different tools for drawing and paintings. 
The Toolbox has sixteen tools which help us to draw and paint. 
Each of the tool has different functions. 


Free Form Select Select 


Eraser Fill with Colour 


Pick Colour Magnifier 


Pencil Brush 
Airbrush- Text 


Line Curved Line 


Rectangle Polygon 


Ellipse Rounded Rectangle 


You must have used a paint box for making paintings. 

APaint box has different colours which are used to paint. 
Similarly in Paint software there is a color palette which has 28 
colours, from which we can select and use to make a drawing 
colorful. 


Background Color 


Foreground Color 


Foreground Color : The foreground color is used to make the 
outline of the drawing 


Background Color : The background color is used to fill up the 
drawing with any colour of your choice. 
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M 
- Pencil Tool Eraser Tool <——© © 
- Eraser Tool L 


A 
NOF 
PencilTool [7] TE 
How do we draw with the Pencil tool? = 
- Select the Pencil Tool by clicking on it. 


- Select the color of the pencil from the color palette. 
- Drag the pencil tool on the drawing area and draw as 
youlike. 


EraserTool © : 

When we make a drawing on paper and make a A 
mistake we use an eraser. Similarly in paint software 
we have the eraser tool to erase the mistakes. But 
during drawing on the screen if we make any mistake, 
how to remove the mistake? Don't worry there is an 
Eraser tool in the Tool Box 
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How to use the Eraser Tool? 


> Select the eraser tool by clicking on it. 
> You will find various sizes of erasers are displayed in the box 
below the tool box. Select the appropriate size of the eraser. 


> You will find that the mouse pointer takes theshapeof the 


eraser. 


» Drag the eraser tool over the area of the drawing which you 


want to erase. 


Fill in the blank boxes : 


Free Form Select <— GH —> Select 


pomem kn 6 
Pick Colour <— 


——- 


1 —> Fill with Colour 
* > Magnifier 
| | — Brush 


— Text 


Rectangle <— ae 
Ellipse <— ojoj 


=> Curved Line 
— Polygon 


— Rounded Rectangle 


In the last chapter you have learnt to draw with the help of 
"PAINT" software, in this chapter you will learn to type with help 
of "WORDPAD" Software. 


Where do we find the WordPad software 


New Office Document 
GR Open Office Document 
(© Set Program Access and Defaults 


All Programs 
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= Click onthe "Start". button 

a Highlight on "Programs". 

= Highlight on "Accessories". 

= Click on "Wordpad". 

What all can we do with thẹ Wordpad software ? We can type 
letters, poems, short stories etc. with the help of Wordpad. 


Let us have a look at the Word Pad Window 


E Document - WordPad 


cursor WordPad Window 
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When you type using Alphabet key then you will find whatever 


you are typing are displayed in small letters. Butif you press any 
alphabet key holding the Shift Key, at the same time then you 
will find the letter being typed in Capital Letters. Capital letters 
are also known as Upper Case letters. 


Now if we press the letter "M" holding the Shift Key, then you will 
get Capital M typed on the Screen. 
Let us learn to leave blank space between two words. 


After typing each word by pressing the spacebar key once, we 
can create one blank space. In the keyboard you will notice that 
the "Spacebar key" is the largest key in the keyboard. 


Spacebar Key 


If we want to type "I love my mother", then we must follow the 
following steps. 


Shift Key 


1. Pressing shift key type [I 

2. Press Spacebar key once. 

3. Press on the letters. [1] [o] [e] 
4. Press Spacebar key once. — 

3. Press on m |Y 

6. Press Spacebar key once. 


7. Press (m|[o]|t]|n|[e]|r| 


Caps Lock Key 


If you press the "Caps Lock" key once you will find a light glows 
on the upper rightside of the keyboard. This means that the 
"Caps Lock" key is on. Whatever you type with the "Caps Key" 
is "On" position the letters will be typed in upper case (that is 
Capital Letter). 

If you press the "Caps Lock" key again the light will go "Off" and 
all letters will be typed in lower Case (that is small letters). 
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Typing on Wordpad 


Where do we see the cursor? 

When you open the WordPad window you will notice a small 
vertical line blinking on the screen. This blinking line is known as 
the cursor. As you type, the cursor moves to the right direction. 


What do we do if we make a mistake while typing? 

Keep the cursor to the right of the letter which needs to be. 
erased and press the backspace key once. You will find that the 
unwanted letter is erased. 


= Backspace key 
backspace 


We can change the size of the letters by changing the font size. 
If you observe carefully you will find a number in the bar 
displaying a number say 1° ~ | Change the number to 15 or 20 
then type any letter from the keyboard, you will see letters gets 
typed in bigger font size. 
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Type the the following lines. After completion of each line, 
press the Enter key and goto the nextline. 


Enter Key 


i Thesunisred. 


ii Theskyis blue. 
iii leatrice. 

iv Igo to school. 

v The bird is white. 
vi Iread books. 

vii Ihave a pen. 

viii This is a mouse. 
ix Ilikeice-cream. 
x Ilove my mom. 


on 


Tick KA ) on the right answer : 


i To type a letter in UPPER CASE press 
Caps Lock key|| || Spacebar Key a 


ii To create a space between two words press 


[ || Spacebar Key A 


iii To erase a letter to the left of the cursor press 


= Backspace Keyl [a 
iv Cursoris a a tool E 


v Wordpad is a P Hardware A 
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